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This Job Aid shows how to: 
 Locate and respond to a Change Order 

 Acknowledge the “revised” PO 

Of Special Note:  
Change orders and revised Purchase Orders require review and response. After acknowledging a Change Order the 
Buyer will send a revised PO for the Seller to acknowledge and fulfill based on the buyer’s request. 

Screenshot Directions 

 

 

Step 1. Access COMMBUYS 

1. Launch the COMMBUYS landing page by 
entering the URL for COMMBUYS 
(https://www.commbuys.com) into the web 
browser. 

2. Login using your login ID and password 

https://www.commbuys.com/
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Step 2: Seller Control Panel 

1. This is the Seller control panel. 

2. Click the gray PO tab in the Control Center. 

 

Step 3: Change Orders 

1. When a PO is changed, notification is in the 
form of a Change Order. 

2. Change Order notifications are sent to the 
primary email address associated with the 
organization’s profile, but not to individual 
users in your organization. 

3. Change Orders are found under the 
document tab for which they apply. In this 
example the change order falls under the PO 
tab because the change order was created 
on a PO sent to the organization. 

4. Access the Change Order the same way you 
would a PO by clicking on the Purchase 
Order number of the Change Order. 

 

Step 4: Change Order Disclaimer 

1. A disclaimer message appears. 
2. Click continue  
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Step 5: Approve Change Order 

1. In this case the buyer requested the seller 
approve the change order. The approve 
radio button will be selected by default. 

2. Select the desired radio button to approve or 
disapprove the Change Order. 

3. Click Save & Continue. 
 

 

Step 6: Confirmation Pop-Up 

1. A pop-up message prompts you to confirm 
approval of the change order. 

2. After the Buyer applies the change order, 
the revised PO will appear in the Un-
Acknowledged section of the PO tab. 

 

 

Step 7: Selecting the revised PO for 
acknowledgement. 

1. Click the Purchase Order number to open 
the revised PO. 
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Step 8 Acknowledge Revised PO with Change 
Order 

1. In order to process the purchase order or 
change order, you must again 
acknowledge receipt. 

2. To acknowledge the purchase 
order/change order, check both boxes 
and click Proceed. 

 

 

Step 9 The Revised PO Summary Tab 

1. The PO opens to the Summary tab. 

2. Review all the information. 

NOTE: You will see a section called Change 
Orders that displays the previously 
acknowledged change order. Please notice 
how the changes have also been incorporated 
into this revised PO in the Item Information 
section. 

 Review all information for accuracy. 
 

 


